
1. Visit www.seacardsys.com and select “Login” from the left-hand side of the 
screen.

2. A popup box will appear. Enter your username and password in this popup 
box. Click the button entitled “Login.”

3. Select the “SEA Card Ordering  System” link on the left-hand side of the 
screen.

4. Select the “Port Search” submenu from the left-hand side of the screen.
5. Select your desired port using any one of the following methods:
• Enter a port name.
• Enter a port city.
• Choose a state from the drop-down menu.
• Choose a country from the drop-down menu.
• Enter a contract number.

6. After you have chosen your preferred query method, enter the appropriate 
information into the search fields and click the “Submit Query” icon.

7. As a result of your query, all ports which meet your search criteria will be 
displayed. Select the appropriate port by clicking the “Create Order” icon 
located to the left of the port. 

8. Now you will be able to input the details of your fuel request.
• Select your desired fuel  delivery time and date.
• If necessary, select the appropriate CLIN.

Placing a Fuel Request:
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• Enter the quantity of fuel needed.

• You may also opt to input your Husbanding Agent’s Name, Phone, and 
Fax as well as specific comments or requests related to your fuel order.

9. After entering all required information (mandatory fields are denoted with 
an asterisk), click the  “Submit” icon           located at the bottom left 
corner of the screen.

10.After selecting “Submit”, your fuel request will be sent to the appropriate 
contract SEA Card Merchant, and a message will appear stating, “Your 
order has been successfully submitted. You will receive an email link to 
SCOMS after your order has been accepted by the applicable SEA Card 
Merchant.”

The physical SEA Card is 
for informational 
purposes only. SEA 
Cards are not necessary 
to place fuel requests.

SEA CARD Support Team
Email: customer-support@seacardsys.com
Phone: 1-866-308-5475 / +1 913-451-2400

Fax: +1 913-217-9308



1.Follow the link provided in the automatic email from SCOMS.

2.You will be directed to the login page; a popup box will appear. Enter 
your username and password in this popup box. Click the button 
entitled “Login.”

3.After a successful log in, you will be automatically redirected to the 
order to which the email link corresponds. 

4.Review the delivery details input by the SEA Card Program 
Merchant.

• If the delivery details are accurate, click the
button located in the “Order Fulfillment” canvas. Once you confirm 
delivery details, SCOMS will generate an electronic DD1155 or 
SF1449, as appropriate for your branch of service. Print this 
electronic form for your records.

• If the delivery details are inaccurate, click the 
button located in the “Order Fulfillment” canvas. You will then be 
prompted to enter your reasons for dispute in a popup box. Enter
your reasons and click “OK”.

Confirming Delivery Details:
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In the event a fuel order you placed is declined by a merchant for any 
reason, SCOMS will send you an automated email. Follow the link in the 
email and log on to SCOMS in order to view the merchant’s reason for 
declining your order. Based upon this reason, you may determine to 
contact the merchant by telephone or submit a new, revised order.

Canceling a Fuel Order:
1.Visit www.seacardsys.com and select “Login” from the left-hand side 

of the screen.
2.A popup box will appear. Enter your username and password in this 

popup box. Click the button entitled “Login.”
3.Select the “SEA Card Ordering System” link on the left-hand side of 

the screen.
4.Select the “Customer Order Search” submenu.
5.Input desired search criteria and select the “Submit Query” icon.
6.Click the button in the top right of the order canvas.
Note: If you cancel a fuel order within 48 hours of the delivery time, you 
may be subject to cancellation charges, at the merchant’s discretion.

All disputes (contract and non-contract) are between the vessel or 
contracting officer and the merchant. Multi Service is not a responsible 
party in the dispute process and has no liability associated with a 
dispute between a vessel and a merchant. 

If Your Fuel Order Is Declined:

SEA CARD Support Team
Email: Customer-Support@seacardsys.com
Phone: 1-866-308-5475 / +1 913-451-2400

Fax: +1 913-217-9308


